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MEMORANDUM FOR Al I New Enpl oyees

SUBJECT: Partners in Service, Helping Leaders Meet the M ssion

1. "dad to know you. . . happy to have you with us. . . and
wel cone aboard," these famliar words of greeting convey our

pl easure in having you join the Joint Readiness Training Center
and Fort Pol k Team

2. As you read the encl osed New Enpl oyees' Handbook, you wi ||
find that it provides general policies relating to your new job.
Al so, you will soon note that we work together as a "teant, and
not as individuals and everybody wants you to play your part

well. The Fort Polk Teamrealizes that its successes depend upon
you and your co-workers, who are the lifeblood of this
installation. W believe that our people are our difference.

3.  You have our confidence in your ability and our pledge of
fair play in exchange for your helpful effort, loyalty, and
commtnment to helping transformour vision into reality. W are
glad to know you and happy to have you as a val ued nenber of our
t eam

4. On behalf of the Commander and all of the nenbers of Team
Fort Pol k, Wl cone!

Encl DONALD R MALLET
Director, Cvilian Personnel
Advi sory Center
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| NTRODUCT| ON

Fort Pol k, Louisiana is the honme of the Joint Readiness
Training Center. Qur mssion, vision, and val ues nake up our
corporate core. They identify what we do, why we do it, and how
we do it.

Qur mssion is to provide an advanced | evel of joint
training for mlitary forces under tough, realistic conditions.
Mobi | ize, prepare, train, and deploy units worldw de, while
taking care of soldiers, civilian enpl oyees, retirees, and
famlies.

Qur vision is to becone:

--Honme of the world's premer joint conbat training center
for light forces-continually nodernizing to train units into the
21% century.

--Arny's center of excellence for training, sustaining,
nobi | i zi ng, and depl oyi ng conbat -ready sol diers and units.

--An enduring "Best Honmetown" in partnership with our
surroundi ng communities, where our mlitary and workforce are
proud to |ive and serve.

Qur val ues are:

- - Teamnor k

- - Conm t nent

- - Conpet ence
--Respect/Dignity
--Trust

--Duty

We believe that each nenber of Team Fort Pol k nust
under stand our m ssion, share our vision, and display our val ues
inall that we do. Qur successes are the result of our people
and their conmtnment to our corporate core. W trust you wll
join us in that comm tnent.

Thi s handbook contains inportant information for all of HQ
JRTC and Fort Pol k's new Federal enployees. It is intended to
serve as a general guide for policies relating to your job, but
it does not provide conplete information about every aspect of
the subject. If you have any questions that are not answered in
t hi s handbook, or if you need additional information, consult
your supervisor, Adm nistrative Ofice, the Cvilian Personnel
Advi sory Center (CPAC), or website [http://cpol.arnmy. ml Click
on PERM SS (Personnel Managenent |nfornmation and Support Systen)



http://cpol.army.mil/

and choose the topic of interest to you. Every effort has been
made to ensure the information provided herein is accurate.

Since the possibility of m scomunication always exists, confirm
your understandi ng of the subject matter by referring to
appropriate sources (e.g., your supervisor, Admnistrative Ofice
and/ or other offices, or the above nentioned website.



GCENERAL | NFORMVATI ON
The CPAC is located in Building 413, on Radi o Road.

The CPAC is responsi ble for providing advice and assi stance to
managers, supervisors, and civilian enpl oyees, and for |iaison
with the Gvilian Personnel Operating Center (CPOC), Redstone
Arsenal , Al abana.

Thr oughout the Enpl oyee Handbook, where the masculine pronoun is
used, it is intended to include both the masculine and fem nine
gender.

The CPAC Human Resources Advisors are as foll ows:
RETHA M. RICHARD, Human Resources Speciaist
AUGUSTINE R. ROSS, Human Resources Specialist
GLORIA RICKS, Human Resources Specialist

Sandra Ogle, Human Resources Assistant

Tel ephone: 531-4020
Fax: 531-1851

SECURI TY

Newconmer Security Orientation

All new enpl oyees are required to be provided training in
Security. Supervisors have been provided the nost recent
Security Orientation, which will be updated at |east every 2
nont hs. The CPAC, Training Ofice will distribute updated
Security Orientation briefings. Your supervisor is required to
present the orientation to you. Additional information my be
obtained by calling the Directorate of Security & Infrastructure
Protection 531-1346 or 531-6111.



| dentification Cards
Ref erence: JRTC & FP Reg 690-18, Identification Cards.

Al Fort Polk Departnent of the Arny (DA) civilians are required
to have a DOD/DA Civilian Identification Card.

Possessi ng another identification (ID) card such as a mlitary
dependent or mlitary retiree does not elimnate the requirenent
to have a DOD/DA Civilian I D Card.

A new enpl oyee will be provided the application for a Cvilian
ID Card during his initial in processing at the CPAC. To renew
or update the Cvilian ID Card, the enployee will obtain an
application fromhis Admnistrative Ofice. The conpleted
application will then be taken to the CPAC for authentication.
Once approved, the enployee will take the application to the In
and Qut Processing Center, Bldg 1830, 14th Street for issuance of
the DOD/DA Civilian ID Card.

Comput er Security

Al'l governnent enpl oyees using a conputer are required to have
initial and annual conputer security awareness training. |Initial
training will be conducted before being assigned a password. The
new enpl oyee will be required to conplete the computer-based
training programcalled DOD | NFOSEC Awar eness. This program w ||
be provided to themby their Information Systens Security Oficer
(1SSO. The programw || be supplenmented with readi ng of the
organi zati onal SOP and JRTC and Fort Pol k Command Policy Letters
48 and 63. A record of this training will be maintained by the

| SSO.  Annual training will consist of re-reading the SOP in
conbi nation with conputer-related articles, filnms or formal
training. Users are advised that passwords are to be nenorized
and not shared with another individual even though both

i ndividuals are working on the sane project. Users are also

advi sed of the copyright aws and are prohi bited from | oadi ng any
software on a government conputer w thout the know edge and

perm ssion of the ISSO.  Point of contact for Computer Security

i ssues is Dave W. Stewart, Installation | SSM extension 531-1340.

HOURS OF WORK
Ref erences: AR 690-990-2, Book 630 and 5 CFR, Part 630.
Tour of Duty

The standard Tour of Duty for HQ JRTC and Fort Pol k enpl oyees is
0800- 1630, Monday through Friday, with a 30-m nute |unch break.



Overtine

Overtime work neans each hour of work in excess of 8 hours in a
day or 40 hours in an admnistrative workweek that is officially
ordered, approved by nmanagenent, and is performed by an enpl oyee.
Supervi sory approval for overtinme is required before it is

wor ked, or when not feasible, as soon as possible after the
overtine is worked. For each enpl oyee whose rate of basic pay
does not exceed the maximumrate for GS-10, the overtine hourly
rate is 1% tines the hourly rate of basic pay at the mninumrate
for G5 10. Non-exenpt enployees under the Fair Labor Standards
Act (FLSA) nust receive overtine pay unless they request
conpensatory tinme off in |ieu of paynent.

Conmpensatory (Conp) Tine

Conmpensatory time nmay be authorized in lieu of paynent for
overtinme. Wen requested and aut hori zed, non-exenpt enpl oyees nmay
work and take conp time (1 hour off for each hour worked) in lieu
of receiving overtine pay. Exenpt enployees whose rate of pay
exceeds the maximumrate for GS-10 nmay receive overtime pay or
may be required to take conp tinme. Conpensatory tine earned
shoul d be schedul ed and used as soon as possible. Conpensatory
time not used within 13 pay periods of the date earned
automatically converts to overtine and is paid at the enpl oyee's
current overtine rate. Federal Wage System (FW5) enpl oyees
shoul d use earned conp tine within 26 pay periods of the date
earned. If not used, it automatically converts to overtinme, and
is paid at the rate it was earned.

Time and Attendance (TA) Records

The Directorate Ti nekeeper nmaintains tine and attendance records.
Al |eave nmust be reported to them Enployees should refer
guestions on TA procedures to their Directorate Tinekeeper.

Tenporary Duty (TDY)

Tenporary Duty (TDY) is work perforned away from an enpl oyee's
regul ar duty station. The TDY normally involves traveling to
anot her location. Prior to going TDY, the enpl oyee nust be
nomnated to attend training or travel for official duty by their
supervisor. Assistance wth travel arrangenents nmay be obtai ned
fromthe Travel Ofice. The point of contact (POC) for official
travel arrangenments is Carlson Travel at 531-6246. |Instructions
for requesting TDY orders may be obtained fromyour Directorate's
Adm nistrative Ofice.

LEAVE



Ref erences: AR 690-990-2, Book 630 and 5 CFR, Part 630. For
further information, see |http://cpol.arny. ml/permss|and click
on Master Index of Topics. The JRIC & FP Reg 690-20 can be
accessed at http://pol k-ew. army. ml.

Annual Leave

Annual Leave is the absence fromduty with pay to provide the
enpl oyee with vacation tine or other tinme off for personal
reasons. Annual |eave may be used in lieu of sick | eave. The
accrual rate wll depend on an enpl oyee's type of appointnent and
years of Federal service, both civilian and creditable mlitary
servi ce.

Ful | -time enployees with 15 or nore years of service earn 26 days
a year (8 hours per pay period), those with 3 but |less than 15
years earn 20 days (6 hours per pay period, plus 4 additional
hours on the |ast pay period), and those with |ess than 3 years
earn 13 days (4 hours per pay period).

Part-time enployees with 15 years or nore of service earn 1 hour
of annual |eave for each 10 hours in a pay status, those with 3
but |l ess than 15 years earn 1 hour for each 13 hours in a pay
status, and those with | ess than 3 years earn 1 hour for each 20
hours in a pay status.

Enpl oyees may accunul ate and carry forward a bal ance of 30 days.
Enpl oyees on an overseas assignnent may accunul ate 45 days. Upon
returning fromoverseas, enployees nay retain the extra 15 days
until their balance is reduced by | eave usage. Upon separation,
enpl oyees are entitled to lunp sum paynent for all annual | eave
remai ning in their account.

Enpl oyees wll normally apply for annual |eave prior to the
absence. In energency situations when circunstances warrant,
retroactive approval may be given. \Wien energencies arise
requiring the use of annual |eave not previously approved,
approval of the | eave may not be presuned by the enpl oyee.

Except where circunstances beyond the control of the enpl oyee do
not permt, the enpl oyee nust contact his supervisor or other

desi gnat ed person, either personally or by phone, and request and
obtain perm ssion for the absence. This will occur not |ater
than 2 hours after the begi nning of the enpl oyee’ s workday.

Enpl oyees engaged in health care (Nursing Assistants, Licensed
Practical Nurses and Medical Cerks in the Cinical Support
Division) and nutrition care nust contact their supervisor,

ei ther personally or by phone, as early as possible but not |ater
than the begi nning of the workday, and request and obtain

perm ssion for the absence.
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http://cpol.army.mil/permiss

Non- supervi sory enpl oyees of the DLEES, Fire Protection

Di vision, must contact their supervisor or designated
representative by tel ephone or other appropriate nmeans not | ater
than 15 mnutes prior to the beginning of the enpl oyee's tour of
duty.

The m ni num charge for annual |eave is % hour.

Annual | eave, which an enployee may earn during the current |eave
year, may be made avail able in advance of the actual credit to

t he enpl oyee’s account. The procedure to request an advance of
annual | eave is contained in the JRTC & FP Reg 690-20. Enpl oyees
shoul d contact their first |ine supervisor or Adm nistrative
Ofice to obtain the appropriate formand seek assistance in
submtting the request.

Si ck Leave

Sick | eave may be used:

e For the purpose of receiving nedical, dental, or optical
treatnent or exam nation

* Wien it is established that an enployee is unable to
perform his duties because of physical or nental illness,
injury, or her duties because of pregnancy, or childbirth;

* When his presence on the job will, as determ ned by the
heal t h authorities having jurisdiction or by a health care
provi der, jeopardize the health of others because of
exposure to a conmuni cabl e di sease;

« \Wen he nust be absent fromduty for purposes relating to
t he adoption of a child.

e Sick leave may al so be used for providing care for famly
menbers in accordance with the provisions of the Famly
Friendly Leave Act, discussed bel ow.

For sick | eave requests due to incapacitating physical or nental
illness or injury, the enployee nmust contact his imedi ate
supervi sor or designee, as early in the day as possible but not
| ater than 2 hours after the beginning of the official work day,
to obtain approval for the absence.

Enpl oyees engaged in health care (Nursing Assistants, Licensed
Practical Nurses, and Medical Clerks in the dinical Support
Division) and nutrition care nust contact their supervisor,

ei ther personally or by phone, as early as possible but not |ater

11



t han the begi nning of the workday, and request and obtain
perm ssion for the absence.

Non- supervi sory enpl oyees of the DLEES,Fire Protection

Di vi sion, nmust contact their supervisor or designated
representative by tel ephone or other appropriate neans not |ater
than fifteen 15 mnutes prior to the beginning of the enployee's
tour of duty.

Unl ess ot her arrangenents have been nade, requests for sick | eave
nmust be made on each day of absence. Requests for sick |eave for
prearranged nedical, dental, or optical appointnents nust be nade
at | east 24 hours in advance.

Except for non-supervisory enpl oyees of the DLEES, Fire
Protection Division, enployees will be required to submt

a nedical certificate froma physician for periods of sick |eave
in excess of 3 workdays. The non-supervisory enpl oyees of the
Fire Protection Division will normally provide a nedi cal
certificate froma physician for periods of absence on

sick |l eave in excess of 48 hours.

The requirement to submt nedical certification for each day of
absence may be required when inposed under special witten
condi tions.

Ful I -ti me enpl oyees earn 13 days a year (4 hours per pay period).
Part-time enpl oyees earn one hour for each 20 hours in a pay
status. Sick |eave may be used in % hour increnents.

There is no restriction on the nunber of hours of sick |eave that
may be accunulated. No lunp sum paynent is nmade when enpl oyees
separate fromthe Federal service. However, if an enpl oyee
returns to work, the sick leave is recredited to his account.
Retirees under the Cvil Service Retirement System (CSRS) are
entitled to tine credit in the calculation of retirenment annuity
for all unused sick |leave to their credit at the tinme of
retirement. (This provision does not apply to Federal Enpl oyee
Retirement System (FERS) enpl oyees.)

A maxi mum of 240 hours of sick | eave may be advanced to an

enpl oyee. The procedure to request advance sick |eave is
contained in the local regulation. The request nust be supported
by medical certification. The nmedical certificate nust clearly
state the period of tine the enployee is expected to be

i ncapacitated fromduty and the nature of the illness or injury,
and nust be signed by a nedical doctor. Enployees should contact
their first line supervisor or Adm nistrative Ofice to obtain
the appropriate formand to seek assistance in submtting the
request for advance sick | eave.

12



Fam |y Friendly Leave Act

The Fam |y Friendly Leave Act (FFLA) allows enpl oyees to use sick
| eave to provide care for a famly nenber as a result of physica
or mental illness; injury; pregnancy; childbirth; nedical,

dental, or optical examnation or treatnent; to nmake arrangenents
necessitated by the death of a famly nenber; or to attend the
funeral of a fam |y nenber.

Fam |y Menber Definition: A famly nenber neans the foll ow ng
rel atives of the enpl oyee:

« Spouse, and parents thereof;

e Children, including adopted children, and spouses thereof;
« Parents;

e Brothers and sisters, and spouses thereof; and

e Any individual related by blood or affinity whose cl ose
association with the enployee is the equivalent of a
famly relationship.

Tinme that may be used: Full-tine enpl oyees who naintain an 80-
hour bal ance nay use up to 104 hours (13 workdays) each year.

Enpl oyees with a bal ance of | ess than 80 hours may use 40 hours
(5 workdays) each year. Part-tinme enployees or enployees with an
unconmon tour of duty may use an equival ent nunber of hours on a
prorated basis. The maxi num anmount of sick | eave used cannot
exceed the nunber of hours normally accrued during a | eave year.

Aut hori zation: As with any other |eave, supervisory approval is
necessary prior to taking |eave.

Docunent ati on Required: Requests for sick |eave under the

provi sions of the FFLA will be consi dered, approved, and
processed in the same manner as other sick |eave, except that the
SF 71 will be appropriately annotated to reflect | eave usage
under the FFLA.

Medi cal docunentation for the purpose of taking sick |eave to
care for a famly nmenber under these procedures will be required
in the sanme manner as nornally applies to the enpl oyee taking
sick | eave.

Leave Wt hout Pay (LWOP)
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Leave without pay is an approved absence w thout pay. It may be
granted at the discretion of the agency for such purposes as
covering absences due to insufficient |eave bal ances, attending
to parental or other famly responsibilities, education which
woul d be of benefit to the agency, recovery fromill ness or
disability, or protection of enployee status and benefits pendi ng
action on clains for disability retirement or injury
conpensati on.

An enpl oyee cannot denmand that he be granted LWOP as a matter of
right, except in the cases of disabled veterans, who are entitled
to LWOP, if necessary, for medical treatment; reservists and
Nat i onal Guardsnen, who are entitled to LMWOP, if necessary to
performmlitary training duties; and enpl oyees requesti ng LWOP
under the provisions of the Fam |y and Medical Leave Program

Generally, the effects of |eave w thout pay vary depending on the
| engt h of absence. Extended periods of |eave wthout pay wll

i npact an enpl oyee's service conputation date, waiting period for
Wi t hi n-grade increases, and accumul ati on of annual and sick

| eave.

Mlitary Leave

Per manent enpl oyees, tenporary indefinite full-tinme enpl oyees,
and enpl oyees with tenporary appointnents in excess of 1 year,
who are in a National Guard or Reserve conponent, accrue 15 days
of mlitary | eave each fiscal year. Enployees with tenporary
appoi ntnments not to exceed 1 year are not entitled to mlitary

| eave. Part-tine career enployees accrue a prorated share of 15
days based on the number of hours in the regularly schedul ed

wor kweek. To conpute, divide 40 into the nunber of regularly
schedul ed hours and apply the fraction to 15 days. These
fractions of days can be accunul ated until they total whole days.
Mlitary leave is charged only in full day increments. Up to 15
days of unused accunulated mlitary | eave may be carried over
into a new fiscal year for use in succeeding years. Mlitary
Leave is conputed on a cal endar-day basis rather than on a

wor kday basis. Hence, nonworkdays falling within a period of
mlitary | eave are charged against the mlitary | eave account;

al t hough nonwor kdays occurring at the beginning or end of the
active duty period are not charged.

Mlitary leave is for use when called for active duty or active
duty training. It is not authorized for periods of inactive duty
training (usually weekend drills). This |eave entitles enpl oyees
to receive their regular civilian pay plus mlitary pay on days
of mlitary | eave.

To use mlitary | eave, enployees nust notify their supervisor as
far in advance as possible and provide a copy of the mlitary

14



orders calling themto active duty. Upon returning to duty,
enpl oyees will be required to furnish proof of performance of the
mlitary duty.

Court Leave

Court |eave may be used when summoned for jury duty or as a
witness in a nonofficial capacity on behalf of a state or |ocal
governnment, or on behalf of a private party in a judicial
proceeding to which the United States, the District of Colunbia,
or a state or local governnment is a party.

To obtain authorization to use court |eave, enployees should
notify their supervisor of the subpoena or summons as far in
advance as possible. If a court order, subpoena, or sumons is
i ssued, a copy nmust be given to the supervisor to support the
grant of court leave. Upon return to duty, witten evidence of
attendance at court is required. Normally, a statenment nay be
obtained fromthe court clerk show ng the dates and hours of
servi ce.

Fam |y and Medi cal Leave Act (FM.A)

To be eligible for FMLA | eave, enpl oyees nust have conpl eted at
| east one year of civilian service with the governnent.
Tenporary enpl oyees, serving under an appointnment with a tine
limtation of one year or less, and intermttent enployees are
excl uded from cover age.

Entitlenents: 12 workweeks of unpaid | eave during any 12-nonth
period for covered enpl oyees for the follow ng purposes:

e The birth of a son or daughter of the enpl oyee and the care
of such son or daughter

» The care of a spouse, son, daughter or parent of the
enpl oyee, if such individual has a serious health
condi ti on;

« The placenent of a son or daughter with the enpl oyee for
adoption or foster care;

e A serious health condition of the enployee that makes the
enpl oyee unable to performessential functions of his
posi tion.

Under certain conditions, FM.A | eave may be taken intermttently,

or the enployee may work under a work schedule that is reduced by
t he nunber of hours of |eave taken as famly and nedical | eave.
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An enpl oyee nmay el ect to substitute other paid tinme off, as
appropriate, for any unpaid | eave under the FMLA. The FM.A | eave
is in addition to other paid tine off available to an enpl oyee.

Job Benefits and Protection: Upon return from FM.A | eave, an
enpl oyee nust be returned to the sane position or to an
"equi val ent position with equival ent benefits, pay status, and
other terms and conditions of enploynent."

An enpl oyee who takes FMLA | eave is entitled to maintain health
benefits coverage. An enployee may pay the enpl oyee share of the
prem uns on a current basis or upon his return to work.

Advance Notice and Medical Certification: The enpl oyee nust
provi de notice of his intent to take FMLA not | ess than 30 days
before | eave is to begin or as soon as i s possible.

Medi cal certification is required for FMLA | eave taken to care
for an enpl oyee's spouse, son, daughter, or parent who has a
serious health condition or for the serious health condition of
t he enpl oyee.

Vol untary Leave Transfer Program
The Voluntary Leave Transfer Program allows an enpl oyee who has a

nmedi cal energency to receive transferred annual |eave from ot her
enpl oyees.

In order to be eligible to receive transferred | eave, an enpl oyee
must be eligible to accrue and use | eave, and nust:

» Have been affected by a nedical enmergency which resulted
(or is resulting) in an absence fromduty for at |east 24
hours w thout available paid |leave and is likely to result
in a substantial |oss of incone.

« Have exhausted all avail abl e annual and/or sick |eave, as
appropri at e.

* Not have been approved for disability retirenent.
Applications to becone a recipient of transferred annual |eave
are initiated by the enpl oyee, or when the enpl oyee is not
capabl e of nmaki ng application, by another enployee or
representative.

The application will be submtted through the enpl oyee’s activity
to the CPAC, and nust include the follow ng:

16



e The conpleted formto include supporting nedical
docunent ati on and proof of |oss of at |east 24 hours’ pay
due to the energency.

« A statenent fromthe potential recipient or recognized
representative which releases the information for
publication of a Gvilian Personnel Bulletin to the
wor kf orce for the purpose of inform ng potential donors of
the identity and circunmstances of the enployee. |If release
is denied, publicity of the crisis will be the
responsibility of the requesting party.

An enpl oyee nmay donate annual | eave to an approved recipient by
forwardi ng two copies of a conpleted Leave Transfer Authorization
Formto the CPAC. A first level official superior or supervisor
is prohibited fromreceiving donated | eave froma subordi nate
enpl oyee.

Absence Wthout Leave (AWDL)

Absence without | eave is any absence from an enpl oyee’ s duty
station that has not been authorized or approved by his

supervisor. In addition, if an enployee fails to request |eave
in advance or in accordance with directives, or if the request is
deni ed, the enployee will be considered AWIL. This nmeans no pay

is received, and the enpl oyee may face disciplinary action.
Hol i days

Gover nment enpl oyees are entitled to the foll ow ng holidays each
year:

New Year's Day
January 1

Birthday of Dr. Martin Luther King, Jr.
3" Monday in January

Presi dents' Birthday
3" Monday in February

Menori al Day
Last Monday in My

| ndependence Day
July 4

Labor Day
1% Monday in Sept enber

Col unbus Day
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2" Monday in Cctober

Vet eran' s Day
Novenber 11

Thanksgi vi ng Day
4" Thursday in Novenber

Chri st mas Day
Decenber 25

The CPAC publishes specific guidance on holiday observances prior
to each holiday. Those enployees who are not excused from duty
because their work services are required will be entitled to
hol i day (half day) prem um pay. For the exact dates of Federal
hol i days, see website [http:.//www. opm gov/fedhol/index. htm|

PAYROLL | NFORVATI ON

Ref erences: AR 690-990-2, 5 CFR, Part 550, 551, and DOD 7000. 14-
R, Volune 8, Financial Mnagenent Reg. Call the CPAC for
detailed information on pay policies.

Payday

Payday is every other Thursday. This amounts to 26 pay periods
per year. Enployees will receive a Leave and Earnings Statenent
(often referred to as an LES) mailed to their honme address.

These normally arrive early in the pay week. Any discrepancies
in pay, deductions, or |eave should be reported to the

ti mekeeper, the CPAC Civilian Pay Liaison (531-8757), or Custoner
Servi ce Defense Finance and Accounting Service (DFAS).

Wt hi n- G ade- | ncr eases

A within-grade-increase (Wd) is an increase in the enpl oyee’s
rate of basic pay by advancenent from one step of his grade to
the next after neeting the requirenents for |ength of service and
sati sfactory performance. The prine factor in receiving a wthin-
grade-increase is performng work at an acceptable | evel of
conpetence. Several specific requirenents nust be net before

W t hi n-grade-increases are granted.

A Ceneral Schedule (GS) enpl oyee nust obtain 52 weeks of
creditabl e service for each increase fromstep 1 through step 4;
104 weeks of creditable service for each increase fromstep 4

t hrough step 7; 156 weeks of creditable service for each increase
fromstep 7 through step 10. The enpl oyee nust al so have a

per manent appoi ntnent, be conpensated on a per annum basis, and
be receiving a rate of pay bel ow the nmaxi mum for the grade.
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A prevailing rate enpl oyee under a regul ar wage schedul e who has
a work performance rating of satisfactory or better shall advance
automatically to the next higher step within the grade at the
begi nning of the first applicable pay period follow ng his
conpletion of: 26 cal endar weeks of service in step 1; 78

cal endar weeks of service in step 2; and 104 cal endar weeks of
service in each of steps 3 and 4.

Locality Pay

Most Ceneral Schedule (GS) enpl oyees working in the 48 contiguous
United States (includes Washi ngton, DC; excludes Al aska and
Hawai i) receive locality-based conparability paynents, known as

| ocality pay.

Since the amobunt of locality pay will depend on the geographic
area where the enpl oyee works, the anount of locality pay may
change if there is a change in duty stations. Locality pay wll
be paid as a part of an enployee's biweekly salary. 1In addition,
|l ocality pay is used in the cal culations for sonme pay-based
actions, including retirenment annuity and thrift savings
contributions, life insurance, overtine and other prem um pay.

Total Arny Performance Eval uati on System ( TAPES)

An enpl oyee is expected to performhis job effectively and
conscientiously, neeting all performance standards. The Tot al
Arny Performance Eval uation System (TAPES) is the guide for
managi ng performance. It was designed to inprove the total Arny
per formance by:

e« Communi cating organi zational goals and priorities, and Arny
val ues and ethics to enpl oyees.

 Establishing individual expectations for perfornmance that
reflect organi zational goals and priorities.

e Facilitating frequent discussion anong the Ratee and the
rating chai n about perfornmance, expectations, professional
devel opnent, and DA val ues and et hics.

* Providing an environnment where all understand that they are
i nportant nmenbers of the Arny Team

* Requiring annual witten individual evaluations.
The TAPES is divided into two separate systens: (1) the Base

System covering enpl oyees in pay plans and grades W.,, WG WAS/ G5
8 and bel ow, (except career interns), and (2) the Senior System
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covering enpl oyees in pay plans and grades GV W5/ GS-9 and above,
enpl oyees in equival ent pay plans and grades, and Career |nterns.

Witten performance plans, DA Fornms 7223-1 or 7222-1, are usually
received within 30 days of the date an enpl oyee starts a new job
or within 30 days of the enployee’ s or supervisor’s appointnent.
This plan states what is expected of an enployee during a rating
period. The supervisor will review and approve each enpl oyee's
performance plan at the beginning of each rating period and any
ot her tinme expectations change significantly.

I n- Progress Reviews: Each supervisor will conduct formnal

di scussions at the m d-point of each rating period and at other
times as needed. Each supervisor will provide informal feedback
and get the enployee's input on perfornmance expectati ons and
acconpl i shnents t hroughout the rating period.

Annual Rating Periods: All enployees will have a normal rating
cycle of 12-nonths based on grades as foll ows:

Seni or System
Grades 13-15, 1 Jul-30 Jun
Grades 9-12, 1 Nov-31 Cct

Base System

Grades 1-8, The first day of the enployee’s nonth of birth
through the | ast day of the nonth preceding the enpl oyee's nonth
of birth. Exanple: The enployee's nonth of birth is August.

The enpl oyee's normal rating cycle would be 1 Aug through 31 Jul.

Interns receive a Special Rating 6 nonths after entry into the
position and receive their first annual rating at the end of 12
nonths. They continue to be rated on this rating cycle until
conpletion of the Intern Programat which tinme they are phased
into one of the cyclic rating periods identified above.

Rat ees cannot be rated until they perform under an approved
performance plan for at |east 120 days.

I f an enpl oyee exceeds performance standards, the supervisor nmay
officially recognize this acconplishnment with a perfornmance
award. If the witten standards are not net, the supervisor nust
take corrective action.

The above is a brief summary of the performance eval uation

process. For nore specific information, refer to AR 690-400,
Chapter 4302, on the Internet at |http://cpol.arny. mI/library]|

BENEFI TS
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Heal t h | nsurance

Per manent enpl oyees with a regularly schedul ed tour of duty are
eligible for the Federal Enployees Health Benefits (FEHB) plan.
A new enpl oyee has 31 days fromthe date of job appointnent or
eligibility to enroll. There are several plans and options
avai l abl e to neet individual and/or famly needs. From

approxi mately m d- Novenber to m d-Decenber, there is an Open
Season during which enpl oyees may enroll or change options.

For additional information on FEHB, see website
htip://cpol.arny. ml/perm ss/p_benes. ht m #

Conpensation for On-the-Job Injury

Reporting Injuries: It is of utnost inportance to report
i mredi ately to the supervisor any injury sustained on the job.
Al'l injuries should be reported regardless of how trivial they

may seem A minor injury can develop into a serious, conplicated
condition. The supervisor will provide Form CA-1, Notice of
Injury, and assist inits conpletion. |If nedical treatnent is
required, the supervisor will issue a Form CA-16, Request for
Exam nati on and/or Treatnent. To protect the enployee’s
benefits, Form CA-1 nust be conpleted within 30 days, otherw se
Continuation of Pay (COP) will not be authorized. Form CA-2,
Notice of Cccupational Disease and Cl aimfor Conpensation, is
filed when claimng an occupational disease. Medical evidence
must be submitted to substantiate all absences fromduty for

whi ch Worker’ s Conpensation is clai ned.

Benefits: Under the Federal Enpl oyee’s Conpensation Act (FECA),
the enployee is entitled to benefits for injuries sustained in
the performance of his duty or for occupational disease resulting
fromhis enploynent. These benefits include the follow ng:

e Medical Care: Expenses for nedical, surgical, and hospital
care will be provided under the provisions of the Act. The
enpl oyee may el ect treatnent by the Occupational Health
Clinic or a physician of the enployee’ s choice. Paynent
for chiropractic care is limted and nust be substanti ated
by X-rays. The enployee nmay al so be paid for prescription
drugs and ot her expenses involved in obtaining nedical

care. The enployee’s health insurance will not pay for the
medi cal treatnent of any on-the-job injury or occupational
di sease.

e Continuation of Pay: |If unable to work because of a job-

related injury, the enployee may be paid regular salary up
to and including 45 days. The continuation of pay begins
on the day following the injury and is cal endar days, not
wor kdays. If light duty is available and the enpl oyee is
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physically able to performthis duty, the enployee nust
report to his supervisor for the work. Refusal to perform
| ight duty nay jeopardi ze enpl oyee entitl enents under the
Act .

Conpensation During Periods of Disability: If unable to
work after the expiration of the 45 days continuation of
pay, or unable to work due to an occupational disease, the
enpl oyee may apply for continued conpensation. The anpunt
payabl e is determ ned by the enployee’s sal ary, dependents,
and the degree of disability. |If the enployee is unable to
return to his usual job, but able to perform other work,
conpensation will be nade on the basis of |oss of wage
earning capacity. |If the enployee is totally and
permanently di sabl ed, conpensation will be paid until

deat h.

Schedul ed Awards: |If the enployee | ost certain nmenbers or
functions of his body (e.g., loss or use of an eye, hand or
part of a hand), conpensation will be received for a

specified period of time based on the type of |oss.

Vocational Rehabilitation: |In addition to the other
benefits, the enpl oyee nay recei ve conpensation up to $200
a nonth whil e pursuing approved vocational training.

Death Benefits: 1In the event of death resulting from an
occupational disease or work-related injury, the enployee’s
dependents are entitled to certain benefits under the Act.
Funeral and burial expenses may be paid up to a naxi mum of
$800.

Conmpensati on and Leave: Wen unable to return to work because of
an on-the-job injury and the 45 days continuation of pay has
expired, the enployee nmay el ect the follow ng:

Leave wi thout pay (LWOP) and apply for conpensation
benefits, or

Si ck and/or annual |eave, and apply for conpensation after
sick and annual | eave are exhaust ed.

The enpl oyee may not receive conpensation while being paid for

| eave.

If the enpl oyee elects to use sick or annual |eave,

he/ she may have the opportunity to buy back the | eave used and
apply for conpensation for the entire period. Buy back is
conputed as 100% of base salary and conpensation is paid at
either 75% or 66 2/ 3% dependi ng upon dependent st atus.
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Enmpl oynent Status Under Conpensation: The enpl oyee receives ful
credit for retention and retirenment while on LWOP and receiving
wor ker’s conpensation. This tine is also counted toward the
conpl etion of waiting periods for step increases, conversion to
career tenure, and change in | eave earnings category. Health and
life insurance will continue if the enployee neets certain

requi renents.

For further information pertaining to the Federal Wrkers’
Conmpensation Program contact the Federal Enployees’ Conpensation
Coordi nator at the Civilian Personnel Advisory Center (CPAC),
531-4881. Inmmediately report all on-the-job injuries to the

enpl oyee’ s i medi ate supervisor and file a claimif there is |ost
time or nedical expenses related to the injury.

Li fe | nsurance

As wth health insurance, permanent enployees with a regularly
schedul ed tour of duty are eligible to enroll in the Federal

Enpl oyee Group Life Insurance (FEG.I) plan. Enployees are
automatically enrolled in the Basic Life unless they waive the
coverage. Basic Life is equal to annual basic pay (rounded to

t he next $1,000) plus $2,000. There is an extra benefit for
enpl oyees under age 45. This extra benefit doubles the anmount of
life insurance payable if you are age 35 or younger. Begi nning
on the enployee's 36" birthday, the extra benefit decreases 10%
each year until age 45 where there is no extra benefit. The
extra benefit for enployees under age 45 is provided w t hout
addi tional cost.

If Basic Life is chosen, enployees are eligible for Option A
Standard, Option B Additional, and/or Option C Fam |y coverage.
Addi ti onal options depend upon individual needs. Enployees have
31 days fromthe date of job appointnent or eligibility to el ect
coverage. A physical exam nation is not required. For
additional information on FEG.lI, see the below |listed website:
http://cpol.arny. ml/perm ss/p_benes. ht m #]

Retirenment Systens

There are two basic retirenent systens for Federal enployees.
Most enpl oyees hired after 31 Decenber 1983 are under the Federal
Enpl oyee Retirenment System (FERS), while those hired prior to
that date are normally under the G vil Service Retirenent System
(CSRS). The CSRS is a stand-al one system and enpl oyees do not
pay Social Security tax on their civil service pay. The FERS is
a supplenent to Social Security, and enpl oyees pay into both
systens. Eligibility for retirenent and other benefits vary

bet ween progranms. For additional information, see website
http://cpol.arny. mI/perm ss/pbenes. ht m #]
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Thrift Savings Plan (TSP)

The TSP is designed as a supplenent to retirenent. It is
avai l abl e to enpl oyees enrolled in CSRS and FERS, although many
di fferences between the two plans exist. One common feature is
that the investnent is not taxed until wi thdrawn fromthe TSP
system Under CSRS, up to 5% of an enployee's salary may be
invested; while in FERS, enployees may invest up to 10% of their
salary. There are no enployer contributions under CSRS; however,
up to 5% of the FERS salary may be contributed by the enployer to
the plan. The amount depends upon the enpl oyee's contributions.
For further information, visit the TSP Hone Page at
http://ww.tsp.gov|and |[https://tspweb.tspsec. tSp. gov|

Vol untary Contri butions

Enpl oyees covered by the CSRS who want to receive a | arger
annuity than woul d be payabl e based on their service and "high-3"
may establish a voluntary contribution account to purchase
additional annuity. At retirenent, each $100 in an enpl oyee's
vol untary contributions account (including interest earned) wl|
provi de an additional annuity of $7 a year, plus 20 cents for
each full year the enployee is over age 55 at the tine of
retirenent.

Enpl oyees covered by FERS are not eligible to nmake voluntary
contributions. However, enployees may retain funds on account
that were deposited while subject to the CSRS.

For additional information on Voluntary Contributions and

enpl oyee benefits, go to website
http://cpol.arny. m|/perm ss/pbenes. ht m #|and click on any item
of Interest.

EMPLOYEE AWARENESS
Federal Enpl oyee Responsibilities and Conduct

Al'l governnent enpl oyees are subject to standards of conduct,
Department of Defense Directive 5500.7. Failure to conply with
these provisions will cause adverse adm nistrative action or
crim nal prosecution against an individual. Annual Standards of
Conduct training or review of the regulation is mandatory. For
additional information, see website

http://cpol.arny. ml/permss/12. htn |

Gri evance Procedure
Day-to-day di scussions between enpl oyees and supervi sors about

wor ki ng condi tions and ot her enpl oynent matters are the best
means of conducting effective work relations. However,
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di ssati sfactions and di sagreenents sonetines ari se anong peopl e
in any workforce. Although supervisors and managers try to
resol ve enpl oyee di ssatisfactions in normal, day-to-day dealings
wi th enpl oyees, when a matter cannot be resolved to the
satisfaction of the enployee, he or she may seek resol ution by
filing a grievance. The whole intent behind the procedures is to
al l ow enpl oyees to present grievances to managenent and have

t hose grievances consi dered expeditiously, fairly, and
inpartially. The grievance procedures provide a formal process
wher eby enpl oyees can address their concerns w thout restraint,
interference, coercion, discrimnation, or reprisal. The

gri evance procedures are covered under the Departnent of Defense
Adm ni strative Gievance System and the separate Negoti at ed
Agreenents between Fort Pol k and the National Association of
Gover nnent Enpl oyees and International Association of Fire
Fighters. Enployees need to insure that the proper forumis
utilized and that tinelines are strictly adhered to when
initiating a grievance. Information on filing a grievance may be
obtained fromthe appropriate union or the CPAC.

Equal Enpl oynent Qpportunity (EEO
The HQ JRTC & Fort Polk is an equal opportunity enployer and, as

such, provides a wi de range of services to the population. The
O fice Equal Opportunity (OCEOP) adm nisters the foll ow ng:

EEO Conpl ai nts Program for Federal C vilian Enpl oyees;

» Applicants for enpl oynent, and forner enpl oyees;

» The EO Conpl aint Programfor soldiers and famly nenbers;
» The Speci al Enphasi s/ Et hni ¢ Cbservance Program

» The Affirmative Enpl oynment Program

e Education and training in all matters related to EEQ EO

The OEOP office is located in Building 1715; phone nunbers are
531- 1802/ 1804 and 531-1911. A hotline nunber is maintained at
531-1792 and can be reached 24 hours a day, 7 days a week.

Labor Rel ati ons

The Federal Service Labor-Managenent Rel ations Statute (Statute)
is built on a nunber of specific rights that are granted to

enpl oyees, unions, and managenent. The nost fundanental rights
are those granted to enpl oyees. The Statute gives enpl oyees the
right to organize thenselves into a group call ed a bargaining
unit and to select or create a particular union to represent the
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group in dealing with nmanagenent. Enployees are entitled to nake
efforts to forma bargaining unit and a union to represent the
unit without interference, coercion, threats, or retaliation from
agency managenent. In short, agency managenent cannot try to

i nfl uence enpl oyees in deciding whether to be represented by a

uni on.

Furthernore, if a union is established, enployees are free to
join and assist the union, if they choose to do so. Regardless
of whether they join and pay dues to the union, enployees
included in a bargaining unit are entitled to receive
representation and assistance fromthe union in dealing with
agency nmanagenent. The union’s obligation to represent al

enpl oyees regardl ess of whether they join the union or pay dues
is called the duty of fair representation.

At Fort Polk, three | abor organi zations (unions) have been
grant ed exclusive recognition. The National Association of

Gover nment Enpl oyees (NAGE), Local R5-168, is the ol dest and
represents the | argest nunber of Fort Pol k enpl oyees. Nage,
Local R5-168, was granted exclusive recognition on July 17, 1973,
and is the exclusive representative for all non-supervisory wage
grade and general schedul e enpl oyees of the Headquarters, Joint
Readi ness Training Center and Fort Polk, the U 'S. Arny Mdi cal
Department Activity (MEDDAC), and the U S. Arny Dental Departnent
Activity (DENTAC). The President of NAGE Local R5-168 may be
reached at 531-7679.

The International Association of Fire Fighters (IAFF), Local
F-215 is the second ol dest and snal |l est of the Fort Pol k unions.
The | AFF, Local F-215, was granted exclusive recognition on My
15, 1980. The | AFF, Local F-215, represents all non-supervisory
enpl oyees of the Fort Polk Fire Departnent.

The youngest bargaining unit on Fort Polk is conprised of
nonappropri ated fund activities (NAF) enpl oyees of the HQ JRTC
and Fort Pol k. The National Association of Governnent Enpl oyees,
Local R5-168 (NAF) gai ned exclusive recognition on May 16, 1988.

Managenment officials, supervisors, enployees engaged in Federal
personnel work in other than a purely clerical capacity,
pr of essi onal enpl oyees, enpl oyees with appoi ntnents not to exceed

90 days, and confidential enployees are not represented by a
uni on.

COVMUNI CATI ON & AUTOVATI ON SYSTEMS
El ectroni ¢ Conmuni cati ons

El ectroni ¢ conmuni cations are provided to enpl oyees of the HQ
JRTC & Fort Pol k for conducting official business. These systens
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i nclude facsimle machi nes (FAXs), E-mail and Internet access.
The FAX machines are located in nost offices while E-mail and

I nternet access are provided through individual conputers at each
wor kstation. Conputer system access and E-mail user accounts
w Il be requested for new enpl oyees by the responsible

supervi sor.

Enpl oyees shoul d use E-mail resources responsi bly and abi de by
nor mal standards of professional and personal courtesy and
conduct at all tines. [Inappropriate use of E-nmail systens may be
a basis for consideration of disciplinary action agai nst

enpl oyees.

| nappropriate E-mail usage incl udes:
* Por nogr aphy,
e Chain letters,
« Unofficial adverti sing,
e Soliciting or selling,

e Broadcast E-mail unnecessary advertisenents of Arny
servi ces,

» Broadcast E-nmmil nessages of daily quotations and jokes,
and

* Broadcast unsubstantiated virus warnings.

For nore information on inappropriate use of E-mail contact the
Directorate of Information Managenent (DO M at 531-2848.

Tel ephone Usage

A good tel ephone personality reflects positively upon the

enpl oyee and the organi zation. Answering pronptly indicates
efficiency on the part of the enployee as well as the

organi zati on. Tel ephones are provided for the conduct of

busi ness; therefore, personal calls, both incom ng and out goi ng,
should be limted. Mich of our business is conducted over the
t el ephone and busy |ines do not give custoners access to the

or gani zati on.

Enpl oyee Devel opnent

The G vilian Personnel Advisory Center (CPAC), Training Office
devel ops a training plan prior to the beginning of each fiscal
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year. Organizational, occupational, and individual training and
devel opnent needs for the installation are assessed in an annual
survey and in an on going cycle as enpl oyee assignnments and
processes change. Needs identified in the assessnent are
prioritized to ensure that those nost critical to m ssion
acconplishnent are net. Copies of the plan are distributed to
each organi zation. More information concerning the plan may be
obtained by calling Tam Cul breath at 531-1856.

Train

Headquarters, Departnent of the Arny (DA) has designated TRAIN as
the DA standard for processing and docunenting all training

i nstances. The TRAIN provides on-line access to user-friendly
screens for training processes and functions. The TRAIN
automates the process of creating a training request (DD Form
1556), routing it for approvals and authorizations, notifying
enpl oyees of the decision, getting post-training evaluations, and
updati ng enpl oyee training records. Supervisors and enpl oyees
initiate training requests, schedule for training froman

aut omat ed course catal og, approve training, certify training
conpl etion, and evaluate conpleted training on-line.
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Tui tion Assi stance

Under 5 U. S.C 4107(a) in reference (b), training my not be

aut hori zed for the sole purpose of providing an opportunity to an
enpl oyee to obtain an academ c degree, except when it is
necessary to relieve retention and recruitnent problens in
shortage occupations. Tuition assistance may be funded on a
nondegr ee, course-by-course basis, when the training will inprove
i ndi vi dual and organi zati onal performance and assi st the agency

i n achieving mssion and performance goals. Enployees receiving
grants, schol arships or Veterans education benefits that
constitute 100 percent of course expenses are excluded fromthis

policy.

Approval of tuition assistance is contingent on availability of
funds. Requests for tuition assistance nust be submtted at

| east 2 weeks before the class begins. Applications submtted
after the course starts wll be returned w thout action.

Enpl oyees will submt training requests to their imedi ate
supervisor with details about the course content in the renmarks
section. The authorizing official and supervisor will determ ne
if the course is appropriate for tuition assistance and the funds
availability.

Funds nay be provided for 100 percent of tuition, books and
materials if the training is ESSENTI AL for satisfactory job
per f or mance.

A programis in place that gives the enployee the opportunity to
sign a prom ssory note in lieu of paying for the course upfront.
The enpl oyee is responsible for routing their conpleted and
approved DD Form 1556 to the CPAC Training Ofice, NLT 2 weeks
prior to the starting date of the course. The CPAC, Training

Ofice will attach a cover letter to the institution
acknow edgi ng the course approval and the intent by the
governnent for paynent. The school wll be allowed to bill the

Finance Ofice directly upon conpletion of the course by the

enpl oyee. Enployees are required to successfully conplete the
course with a 'C or better for undergraduate work and a 'B or
better for graduate |evel work. Students who do not successfully
conplete the training will be required to rei nburse funds paid.
For further information, contact your supervisor or the CPAC,
Training Ofice at 531-1856.

VI SA TRAVELER S CARD

DOD Travel Card Policy
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Reference JTR Vol. 2, Part Cl1103 and Part E. C1250. It is the
general policy of DOD that the Governnent travel card will be
used by personnel to pay for all costs incidental to official
busi ness travel, including travel advances, | odging,
transportation, rental cars, neals, and other incidental
expenses. This card may not be used for personal purposes.

Process for Getting a Travel Card

Al'l personnel who may be required to performtenporary duty (TDY)

are eligible to apply for a VISA traveler's card. Instructions

and forns for the card may be obtained fromthe G8 and/or
Directorate of Resource Managenent, Bl dg. 2508. The primary point of
contact i1s Janice Gainous at 531-4044.

Monthly Travel Card Statenents

Vi sa provides a nonthly account summary that |ists nanme, when and
where charges were nmade, anounts of charges, and the status of
each account hol der's paynents.

Travel Card Paynents

The cardhol der is expected to pay the entire account bal ance by
the due date, as required by the CGeneral Services Adm nistration
(GSA) contract with VISA. Failure to nake tinely paynents may
result in card cancellation and disciplinary action. Travelers
whose CGovernnent travel card has been canceled will not be

aut horized a travel advance for subsequent tenporary duty travel.

Saf ety

Al'l new enpl oyees are required to receive a one-on-one safety
briefing fromtheir supervisor prior to starting their new job.

I nformati on descri bing any hazards related to the performance of
their job, what personal protective equipnent will be required to
be worn, and other neasures they nmust take to reduce or elimnate
the hazards. To performcertain jobs, individuals are required
to pass physical tests and receive nedical certification. Such
tests are the fit test for respirators and a blood test for the
Bl ood Bor ne- Pat hogen Program

The HQ JRTC & Fort Polk Safety Ofice supports the workforce.
Safety and health are responsibilities that are shared by the
Safety Ofice, directors, supervisors, and enployees. Safety is
not just an idea-it’'s a top priority. The Arny’ s phil osophy
concerning safety includes the foll ow ng:
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e Nothing we do in the workplace warrants the unnecessary
risk of life or |inb.

 Supervisors are Safety Oficers, and risk nmanagenent is a
maj or part of their duties.

* You were born with a sixth sense concerning safety-use it.

e Fix accountability for accidents. Accidents and injuries
cost noney, tine, and human sacrifice.

* Supervisors nust be proactive and aggressi ve concerning
safety.

Al'l accidents nmust be reported to your supervisor imediately.
Your supervisor is required to report all accidents to the Safety
Ofice.

The PCC for enployee safety issues is M. Ray Dufour at 531-
2752/ 4008.

Qccupational Health

The m ssion of the Cccupational Health Programis to provide a
conpr ehensive programthat pronotes the health, efficiency, and
wel | -being of the active duty mlitary and civilian personnel for
all of the HQ JRTC and Fort Pol k conmmunity. This program
ensures that all eligible personnel are physically and nentally
suited to their work at the tine of and during their assignnent;
protects enpl oyees agai nst adverse effects of safety and health
hazards in the work environnment; reduces econonic | oss through
the civilian and mlitary injury/illness prevention program and
ensures active duty and DOD personnel are nedically depl oyabl e
and conbat ready. These nmissions are acconplished through the
foll ow ng prograns:

e MLITARY MEDI CAL | N- PROCESSI NG SCHOOL OF STANDARDS: Newly
assigned active duty personnel are screened and provided
i mruni zations, DNA, HV, and hearing tests to ensure 90-
100% conpl i ance for depl oynent readi ness.

e JOB- RELATED/ UNI T- BASED MEDI CAL SURVEI LLANCE: Active duty
and civilian personnel are nonitored for effects of
hazar dous exposures.

« ADM NI STRATI VE MEDI CAL SURVEI LLANCE: | ncl udes pre-

pl acenent, light duty, periodic and fitness for duty
physicals for civilian personnel.
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BLOODBORNE PATHOGEN (BBP) AND CONTAM NATED EXPOSURE
Moni t or personnel with occupations that facilitate actual
or potential exposure to BBP; follow personnel who receive
cont am nat ed exposures.

RESPI RATORY PROTECTI ON PROGRAM  Pul nonary testing, nedica
screening, and clearance for respirator usage.

VI SI ON CONSERVATION: Oriented toward the preservation of
eyesi ght through periodic vision screening, and schedul i ng
ocul ar exans for occupations requiring safety gl asses
protection.

HEARI NG CONSERVATI ON PROGRAM Oriented toward the
preservation of hearing through periodic nonitoring,
screening, testing, and counseling for occupations
requiring hearing protection.

Cl VI LI AN RESOURCE CONSERVATI ON PROGRAM ( CRCP) : Provi des
di agnosi s, treatnent, and tracking of personnel who sustain

job-related injuries or illnesses in the performance of
their duties; provides palliative treatnent of non-
occupational illnesses/injuries that affect the enpl oyee’s

wor k per f or mance.

OCCUPATI ONAL WORK- SI TE EVALUATI ONS: I dentifies high risk
wor k ar eas/ operations that pose a potential risk to

enpl oyees during work performance; identifies physical
limtations/restrictions related to specific work
environnents; assist civilian personnel and supervisors
with job placenent of enpl oyees having permanent nedi cal
restrictions.

EPI DEM OLOGY PROGRAM Admi ni sters inmuni zations and tracks
per sonnel who require immnizations | AWvarious DOD
gui del i nes geared for prevention of conmuni cabl e out br eaks
(Rubel l a, Rubeola, Munps, |PPD, Hepatitis B/A |Influenza-
Flu, etc.).

| MMUNI ZATI ON PROGRAM  Adm ni sters i nmuni zati ons to

depl oyi ng active duty, USAR, NG and DOD civilian personnel
as well as retirees/famly menbers traveling to foreign
countries.

DNA REG STRY PROGRAM obt ai ns, conpl etes, and nai ntains
data on DNA specinens for all arned forces personnel and
DCOD depl oyabl e personnel .
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 REPRODUCTI VE HAZARDS SURVEI LLANCE: I ntended to educate,
counsel and nonitor pregnant personnel that are exposed to

reproductive hazards in the work environnent.
Hours OF Operation

0800- 1600 Monday- Fri day
0730- 1200 Tuesdays
(Mlitary Inprocessing only)
1400- 1530 Tuesday & Fri day
(Ant hrax | mruni zati on)

Tel ephone Nunbers
PHONE: 531-6131/2951

FAX: 531-8728
BEEPER. (318) 238-2227

ETH CS TRAI NI NG

Al'l supervisors are required to provide ethics training to new
Gover nment enpl oyees within 90 days of entering on duty (5 CFR

2638. 703) .
Enpl oyees are to be directed to the 1998 Ethics Training

for Departnent of Defense personnel website. This website,

"CONFLI CTS OF | NTEREST, How to Avoid the Headaches" can be
accessed at

titled,

http://ww. def ensel i nk. m | / dodgc/ def ense_et hi cs/ ethics_training/4

50test2. htm For questions the enpl oyee may have, an e-nai

address and phone nunber for the Standards of Conduct O fice are

also located at this site.

In addition, the U S. Ofice of Governnent Ethics Hone Page
contains online panphlets of specific ethical issues for our

enpl oyees:

G fts Between Enpl oyees

http://ww. usoge. gov/ pubs/ gl Tt senp. pdi]

e« Gfts From Qutside Sources
http:/7/ww. usoge. gov/ pubs/ gi Tt sout . pdf]

e Conflicts of Interest and Governnent Enpl oynent
htip: /7 ww:. usoge. gov/ pubs/confTi ci. pdf]

e« Gfts of Travel and O her Benefits

hTTp 77 Www. USoge. gov/ pubsS7trvigrit. pdf
e Rules for the RoadIhttp://mMMLusoqe.qov/pubs/rules4rd.pdﬂ

33


http://www.usoge.gov/pubs/giftsemp.pdf
http://www.usoge.gov/pubs/giftsout.pdf
http://www.usoge.gov/pube/conflict.pdf
http://www.usoge.gov/pubs/trvlgift.pdf
http://www.usoge.gov/pubs/rules4rd.pdf

Adobe Acrobat Reader is required to read these files. [|If you
need to load a free copy, please visit:
http://ww. opm gov/ HTM./ ACROBAT. HTM|
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http://www.opm.gov/HTML/ACROBAT.HTM

RETURN SI GNED FORM TO THE CPAC, TRAI NI NG OFFI CE, ATTN:
TAM CULBREATH, BLDG 422.

| HAVE PRESENTED THE NEW EMPLOYEE
HANDBOOK TO

(PRI NT) EMPLOYEE NAME

SUPERVI SOR S SI GNATURE
DATE SI GNED

| HAVE READ THE NEW EMPLOYEE HANDBOOK
AND | UNDERSTAND THE PROGRAMS THAT ARE
AVAI LABLE TO ME. THE HANDBOOK HAS ALSO
PROVI DED ME W TH VALUABLE PO NTS OF
CONTACT AND WEBSI TES FOR REFERENCE.

EMPLOYEE S SI GNATURE
DATE SI GNED
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